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General Information

Overview

CTO (Community Transition Opportunities) is a KDADS web application, created to meet the
requirements of MDS 3.0 Section Q. The CTO application is integrated with two other KDADS web
applications: KOTA (Kansas Organization Tracking Application) and KAMIS (Kansas Assessment
Management Information System.) The AAA/ADRC accesses CTO via the KDADS Web Applications
Home Page. The Nursing Facility information comes from KOTA, and KAMIS is used for processing
payments to the AAA/ADRC and for KDADS reporting requirements.

The CTO process:

When a nursing facility resident expresses an interest in transitioning back into the
community, the nursing facility creates a CTO worksheet for the resident.

The worksheet is referred to the Local Contact Agency (LCA) located in that nursing facility's
area.

The LCA accepts the referral, works the case, completes the referral, and sends it to KDADS
for billing and any follow-up needed.

KDADS uses the billing information entered by the LCA to process the payment in KAMIS.
KDADS records any follow-up information appropriate to the resident's referral.

System
Requirements

e |nternet Connection
e Internet Browser:

Microsoft Internet Explorer 11 or newer —the only browser that KDADS officially supports
for Web Applications

e Other browsers may be used with the understanding that KDADS cannot troubleshoot any
issues that may arise using KDADS Web Applications with another browser.

Contact Persons

Issue Contact Person

Application Access KDADS Help Desk
Application Technical Questions Phone:

(785) 296-4987 (Topeka area)

or

(800) 432-3535 (statewide)
E-Mail:

KDADS.helpdesk@ks.gov

Questions about CTO Policies and Guidelines CTO Program Manager

Phone:

(785) 296-0385 or (800) 432-3535
E-mail:

Tyler.Steffes@ks.gov
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Accessing the Application

Introduction

How To

Use a web browser to access the KDADS web application site. All KDADS Web Applications are
secured and encrypted. These instructions assume the user already has a KDADS Web Applications
user account and the necessary security authorizations for the CTO application.

Contact the KDADS Help Desk (785.296.4987 or KDADS.helpdesk@ks.gov) if you need assistance
obtaining a user account or access to CTO.

Follow the steps in the table below to login to KDADS Web Applications and launch the CTO
application.

Step Action Result
1. Open your internet browser and go to the The KDADS Provider Information home page
KDADS Provider Information website. displays.
http://www.kdads.ks.gov/provider-home

¥

“w Image © CORYRIGHT1999 Mark L Feiden
————— —_—

Hospitals / Institutions Media Center Hotlines Contact Us Providers

Draft Policies for Review / Comment

KDADS PROVIDER INFORMATION

The purpose of this site is to provide a central point for providers to obtain information for Area Agencies on Aging, Aging

Informational Memos

Final Policies

4t Adult Care Homes and Disability Resource Centers, Community Developmental Disabilities Organizations, Centers for Independent Living,
4 Home and Community Based Services HosplFaIs. Assessors, Targeted Case Managers, Adult Care Homes, Service Providers and others within the Aging and
Provider Information Disability Network.
t- Behavioral Health Services Provider . X X . X
Tifcmiation If you are a provider and would like to be included in the Aging and Disability Resource Connection, please click here to
CARE Provider Information view the inclusion/exclusion policy. You will then be able to register your organization through a link at the bottom of the
page.
Statutes and Regulations
Forms Draft policies open for comment can be located on our Draft Policies for Review/Comment page. Please check this page
Manuals and Instructions frequently to see what policies are currently open for public comment.
t- Training, Registration and Surveys U PCOMING EVENTS UICK LINKS
KanCare Ombudsman Volunteer Training Q
Program
Web Application and Survey / Exam 4 » today ¥ December 2016 + Media Center

Center Information and Instructions + Hotline Numbers

Provider Contacts Sun Mon Tue Wed Thu Fri Sat * Report Abuse
+ Kansas Administrative

27 28 29 30 1 Dec 2 3
Web Applications Log-In Regulations (KAR.)

» Paying for Long-Term Care
fat!) L D da A
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Accessing the Application, continued

How To Continued
Step Action Result
2. Click on the Web Applications Log In button | The KDADS Web Application Information
on the left side of the page or the Web Apps | page displays.
button located on the Provider Information
menu bar.
/{;"‘ - :ﬁi;’gﬁi}
/ ;}".:: .'-.-'.',"::\,}'\\N
el * . . o e e
B ansa Information Services Division
Tpariment for Agig Web Applications Information
and Disability Services y
Providers Home Web Applications Manuals
Home | Web Apps |
Web Application Information : _ :
Detailed Log-in Instructions
KDADS Web Applications New Location Applications
The Kansas Department for Aging and Disability Services (KDADS) has moved the location of the TR
web applications to a new server system. Current Status:
Access to these web pages allows for the use of the latest Microsoft Internet Explorer browser, AVAILABLE
which is the only browser supported by KDADS for these web applications. 10:00am 12/09/2016
Click the button on the right to access the KDADS New Web Applications Home Page.
When you first access this system, please follow the "First Time" instructions for recovery and
resetting of your password. n
KDADS Web Applications Contact Information % k"
KDADS Web Application
Access Securitv Aareement!
3. Click on the green Web Applications The KDADS Login Page for Web Applications
button. displays.
KDADS Login Page for Web Applications
Login {default) Forgot P d Change P: d
= QoL bassor 2008 DAssuor How to use (your Options) - Click links below for Instructions
Usemame | | First Time User view
Passwod [ ] Normal vew
Forgot Password? view
Passwords not transferred from the previous Web Applications system site. Change Password view
EVERYOMNE must complete the FIRST TIME USER steps.
(3) Contact Information and Hours of Operation (3) Password Format and Use Requirements

Updated 06/06/2017
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Accessing the Application, continued

How To

Continued
Step Action Result
4, Enter your Username and press the Tab key | Insertion point advances to Password field.

or click in the Password field.

5. Enter your password.

6. Click on the Login button or Tab to the The Web Application Home Page displays.
Login button and press Enter.

7. Click on the C.T.O. button located under the

‘Applications’ region heading.

Applications

C.T.0O.

The CTO application launches and the CTO
Report tab displays.

Updated 06/06/2017




Application Navigation Pages

Introduction There are three navigation tabs in the CTO application, and their visibility depends on whether a
CTO worksheet is open, or has been viewed.
e (CTO Report
e Client Forms (KAMIS #)
e LCA Worksheet (form sequence #)

The CTO Report page is a complete listing of all CTO worksheets created by a nursing facility for any
of their residents that have been referred to the logged-in user’s organization.

The Client Forms page displays all worksheets for the customer whose CTO worksheet was most
recently accessed. The customer KAMIS number appears on the Client Forms tab.

The LCA Worksheet is the actual CTO worksheet form. This is where the form is completed. This tab
does not display until a CTO worksheet is opened from the CTO Report page. The worksheet’s
system-assigned unique sequence number appears on the LCA Worksheet tab.

CTO Report Page

a Community Transition Opportunities
| (CTO)

! €TO Report ]

Pre-defined
® aLLsTATUSES O ACTVE O COMPLETED BY LCA () COMPLETED BY KDOA/KDADS (O STOPPED () DISCARDED

Filters
®aLLDAYS O LESSTHANT O LESSTHAN 14 O OVER 14 i
- = Search the Report Listing
A | [gat—RemstE—T [ Actons |
V1B
mill Kamis Nbr Last NamefY First Name SSN Form Status Open Assigned To Total Days Current Days
Report 5722178  SMURF COUSIN 444111951 12/30/2016  COMPLETED BY KDADS ~ Open  KDADS 2
P 5722178  SMURF COUSIN 444111951 12/28/2016  COMPLETED BY KDADS ~ Open  KDADS 1
Listing
360974  SMURF PAPA 444111941  01/03/2017  REFERREDTO1STLCA  Open  LCA1(8) 1 1
360974 SMURF PAPA 444111941  12/30/2016  COMPLETED BY LCA Open  KDADS 1

Client Forms Page

r—
—_—
r————
KAMIS # 360974 Name: SMURF, PAPA  Effective: 10/04/2016  SSN: 444111941  BENI# 00111111111 CME: 9
- A [Bo] Rous[f5_+]

Existing
WorkSheetS Form Type Form Date i3 Form Status Open

. —_ CTC WORKSHEET  01/03/2017 REFERRED TO 1STLCA Open
for this CTO WORKSHEET 121302016 COMPLETED BY LCA open —————1 Open/review the worksheet
client 1-2

Continued on next page
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Application Navigation Pages, continued

LCA Worksheet Page

The
currently
open
worksheet

P—

Client Forms 360974 LCA Worksheet 1506464

KAMIS # 360974 Name: SMURF, PAPA  Effective: 10/04/2016 SSN: 444111941  BENI: 00111111111

CME: 9

CTO Report

Form Status: (cancel ) | Apply Changes |
* [REFERRED TO 15T LCA v]

Nursing Facility Referral

#* Form Date 010302017 % pog 04011941 Age 75
Responsible Party Name JO JO SMURF Phone 785.111.1111
* oAt pang E';"ST)RAL FUNT LA 1 Referral Date 010372017 status FEREReD 10 18T

NF Name COZY HEALTH & REHAB NF State ID N123456
Address 1234 MAIN ST PFILSENN, KS 66666 County MARIGN

* NF Admission Date 10/15/2016  Days In NF 80

* NF Contact Name JO NF CONTACT * Phone785.222.2222
NF Comments

Local Contact Agency (LCA)

* LCA Organization ~ NORTH CENTRAL FLINT HILLS AAA (3)

* | CA Contact Date l:l

% | CA Contart Parenn | ]

On Waiting List
Waitng List Start Date| |

Waiting List Comments

KDADS Follow-Up

KDADS Follow-Up Date
KDADS Follow-Up Notes TCM
KDADS Follow-Up Notes DRC
KDADS Follow-Up Notes OMB
KDADS Follow-Up Notes Other
Customer Transitioned
Customer Declined
Customer Contacted By TCM
Customer No Action Referral

Updated 06/06/2017 6




CTO Report Tab - Finding the Client

Introduction The CTO Report page displays clients’ CTO worksheets that have been referred to the logged-in user’s

organization. This is where you open a client’s CTO worksheet to complete it.

Pre-defined filters at the top of the page determine which records are displayed. The search field

provides a way to search for a specific record or group of records.

Additional interactive report tools can be used to sort and filter the information to make finding a

specific CTO worksheet easier.

- ® aLLsTaTUSES O AcTVE O COMPLETED BY LCA (O COMPLETED BY KDOAKDADS O sTOPPED O DISCARDED
Pre-Defined {

®aLLDAYS O LESSTHAN7 O LESS THAN 14 O OVER 14

Filters =
o Rows|15  w Actions
Ay [e] |
. 1 :
Search Field V1 B
Kamis Nbr Last NamePY First Name SSN Form Date Form Status Open Assigned To Total Days Current Days
) 5722178 SMURF COUSIN 444111951 120302016  COMPLETEDBY KDADS  Open  KDADS 2
Pre-Defined 5722178  SMURF COUSIN 444111951 122802016 COMPLETEDBYKDADS  Open  KDADS 1
. . —
Highlights for
360974 SMURF PAPA 444111941 01032017 REFERREDTO1STLCA  Open  LCA1(8) 1 1
overdue 360974 SMURF PAPA 444111941 1273012016  COMPLETED BY LCA Open  KDADS 1

worksheets

cro Report

Filter/Sort Tools Click on a column heading to sort and/or filter the information in the report.

@ AL sTaTuses O acTive ) COMPLETED BY LCA (O SOMPLETED BY KDOA/KDADS O STOPPED () DISCARDED
®aLLpays O LESSTHANT O LESS THAN 14 O OVER 14

A Lo ] rom(is ] [ANs ] |

71 >
Kamis Nbr Last NameP¥ First Name SSN Form Date O 3

5722178 SMURF COUSIN 444111951 123002016 = = E

Open Assigned To

5722172 SMURF COUSIN 444111951  12/28/2016
360074  SMURF PAPA 444111941 01/03/2017 | 1ST LCAWORKING CASE LCA1 (8)
360074  SMURF PAPA 444111041 12302016 | COMPLETED BY KDADS KDADS

COMPLETED BY KDOA
COMPLETED BY LCA
DISCARDED
REFERRED TO 15T LCA
STOPPED - BY USER - AAA NOTIFI

Total Days Current Days

Updated 06/06/2017 7
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CTO Report Tab - Finding the Client, continued

Filter/Sort Tools continued
Examples

Form Status ﬁ

Sort records in Ascending order by this column:

Sort records in Descending order by this column:

E
K

COMPLETED BY KDADS
REFERRED TO 15T LCA
STOPPED - ON WAITING LIST
WORK IN PROGRESS

Filter records by the item selected in this column:

Form Status d
SRCI
Hide this column from the report display:
Form Status ﬁ
oo ==
Create a Control Break using the items in this column:

(moves the data in the column to a Control Break heading that divides the report into sections by
the selected column)

For detailed instructions on how to use the many reporting tools that Interactive Reports provide,
refer to the Interactive Reports User Manual which can be found on the KDADS Provider
Information manuals website at http://www.kdads.ks.gov/provider-home/manuals.

N e " R ——
T A aINE ¢ £9F fal Image ® COPYRIGHT1999 Mark L Fel

Home About Us Services ‘Commissions State Hospitals / Institutions Media Center Hotlines Contact Us Providers Web Apps

Home / Providers / Manuals and Instructions

Draft Policies for Review / Comment

MANUALS AND INSTRUCTIONS

“ Final Policies Expand all

Informational Memaos

+r- Adult Care Homes AdHoc Queries

Adverse Incident Reporting (AIR)

tr Home and Community Based Services
Provider Information
- Behavioral Health Services Provider CARE Manuals

Information Community Transition Opportunities (CTO) Information
Field Service Manuals
forme KAMIS Manuals and Instructions

Interactive Reports Instructions for KAMIS and other KDADS Web Application]

Interactive Reports User Manual

~+ CARE Provider Information

- Statutes and Regulations

b Training Bemictratian and Sin,
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Opening a CTO Worksheet

Opening an Once the client’s CTO worksheet has been found in the CTO Report listing, it can be opened and
Existing CTO completed, updated (depending on the Form Status) or reviewed. Follow the steps in the table
Worksheet below to open a worksheet:
Step Action Result
1. Locate the client’s worksheet on the CTO
Report page.
2. Click on the Open link for the selected The worksheet opens in the LCA Worksheet
worksheet. tab.

Assigned To Total Days

Form Status
COMPLETED BY KDADS
COMPLETED BY KDADS

First Name
COUSIN
COUSIN

Last Name I}

Kamis Nbr
5722178
5722178

Current Days

12/30/2016
12/28/2016

444111951
444111951

LCA1 (8)
KDADS 1

360974 444111941 01/03/2017 REFERRED TO 15T LCA
360974  SMURF PAPA 444111941 12/30/2016 COMPLETED BY LCA

1-50f5

The Form Status of the worksheet determines whether the worksheet is editable or not. Worksheet
statuses are covered later in this manual.

Updated 06/06/2017 9



LCA Worksheet Process

The Process

Updated 06/06/2017

The AAA/ADRC (referred to in CTO as the Local Contact Agency, or LCA for short), will check the CTO
Report on a daily basis to see if any new referrals have been made to their organization.

Whenever a worksheet in ‘Referred to 1% LCA’ status appears in the CTO Report, it must be
Accepted by the AAA/ADRC (status ‘1°* LCA Accepted.’) Once the AAA/ADRC has actively started
working the CTO referral, the worksheet status should be changed to ‘1% LCA Working Case.’

The AAA/ADRC has seven (7) days to act on the Nursing Facility referral. If the CTO referral's form
status has not changed to indicate it is being worked or is completed within seven days of the
nursing facility’s referral, the worksheet is considered overdue.

When the CTO worksheet has been completed, and billing units entered, the worksheet status is
changed to ‘Completed by LCA’ and the automated billing/payment authorization process in KAMIS
is initiated.

Any questions regarding the CTO process or policies should be directed to the CTO Program
Manager in the KDADS Commission on Aging. Contact information is located in the General
Information chapter of this manual.

10



LCA Worksheet Tab

Introduction

The LCA Worksheet contains the information entered by the nursing facility that referred the
resident for CTO. The Nursing Facility Referral information is read-only.

The Form Status drop-down list contains the options available to the AAA/ADRC, and the Local
Contact Agency (LCA) region is available for data entry.

This chapter contains information on the fields that the AAA/ADRC will complete to finish the LCA
part of the CTO Worksheet.

Client Forms 360374 LCA Worksheet 1506464 CTO Report

KAMIS # 360974  Name: SMURF, PAPA  Efective: 10/04/2016  SSN: 444111941  BENR: 00111111111 CME: 9

On Waiting List No W

Form Status: ( Cancel ) | Apply Changes
 Concel ) | Apply Chang waitng List Startpate| |

* f——— I

1ST LCA ACCEPTED Waiting List Comments

1ST LCA WORKING CASE

o)1= ey !
N {sToPPED - BY USER - AAA NOTIFIED |
* Form Date 01032017 # pop 041011941 Age 75
Responsible Party Name JO JO SMURF Phone 785.111.1111
MORTH CENTRAL FLINT REFERRED TO 18T KDADS Follow-U P

* LCA 1 HILLS AAA (3) LCA 1 Referral Date 01/03/2017  Status LCA

NF Name COZY HEALTH & REHAB NF State ID N123456

Address 1234 MAIN ST PFILSENN, KS 66666 County MARION KDADS Follow-Up Notes TCM
KDADS Follow-Up Notes DRC

KDADS Follow-Up Notes OMB
* NF Contact Name JO NF CONTACT ¥ Phone785.222 2222 KDADS Follow-Up Nates Other
NF Comments Customer Transitioned

Customer Declined
Customer Contacted By TCM

Local Contact Agency (LCA) Customer Mo Action Referral

* | CA Organization  NORTH CENTRAL FLINT HILLS AAA (3)

* LCA Conlact Date I:I

* LCA Contact Persnn| |

KDADS Follow-Up Date

* NF Admission Date 10/15/2016  Days In NF 30

* | CA Contact Phone | |

* Customer Chose To Explore Transition Options

Referrals as needed 10: % ombudsman [~Select~ | # pre [~select~ V]| # giner [~select~ V| ‘

Date Referred to CMICME[ |

CMICME Name | |

LCA Commenis

LCA Billing Document - Maximum 12 Units

Meeting Length In Units || (1 Unit = 15 Minutes)
Coordination & Planning Time In Units l:l
LCABilingInUnits ||

Continued on next page
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LCA Worksheet Tab, continued

Form Fields

Refer to the table below for a description of each field in the Local Contact Agency (LCA) region.

Fields marked with a red asterisk (*) are required and must be completed.

Field

Action / Purpose

Form Status

Shows what organization is currently responsible for
the worksheet. When the LCA first opens a referred

worksheet, the default status will be 'Referred to 1%
LCA.

LCA Organization

Defaults to the AAA/ADRC that covers the county in
which the customer's nursing facility is located.

LCA Contact Date

The date the LCA contacted the customer.

LCA Contact Person

The LCA employee that contacted the customer.

LCA Contact Phone

The LCA Contact's phone number.

Customer Chose To Explore Transition Options

Choose the appropriate response (Yes, No, or
Undecided)

Referrals as needed to:
e Ombudsman
e DRC
e Other

Select Yes, No, or Undecided for each referral. If
'Other’ is Yes, there must be an entry in the
accompanying text box (maximum 20 characters.)

Date Referred to CM/CME

The date the customer was referred to a Case
Manager.

CM/CME Name

The name of the Case Manager.

CM/CME Phone

The Case Manager's phone number.

LCA Comments

Any comments relevant to this referral can be
entered here.

Updated 06/06/2017
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Accepting a CTO Referral / Completing the Local Contact Agency (LCA) Region

Introduction

How To

Once the LCA accepts a referral, and starts working the case, the Local Contact Agency (LCA) region
must be completed. If the AAA/ADRC is not going to work the case right away, the form status
should still be updated to indicate its acceptance of the case.

Once the case is being worked, the status can be updated at that time. After the referral is
complete, the billing information must be completed so the automated payment process can be
started when the form status is changed to ‘Completed by LCA.’

Follow the steps in the table below to accept a CTO referral and complete the worksheet.

Step

Action

Result

1.

Locate the CTO referral on the CTO Report
listing and click on the Open link.

The CTO worksheet opens in the LCA

Worksheet tab.

®aLLpavs O LEss THANT O LESS THAN 14 O OVER 14

AL ] wwE

444111941

®aLLsTAaTUSES O AcTIVE O COMPLETED BY LCA O COMPLETED BY KDCA/KDADS (U STOPPED (O DISCARDED

REFERRED TO 1ST LCA

360974 SMURF PAPA 01/03/2017 LCA1(8)
5722178 SMURF COUSIN 444111851 12/30/2016 COMPLETED BY KDADS KDADS 2
360974 SMURF PAPA 444111841 12/30/2016 COMPLETED BY LCA Open QADS 1
5722178 SMURF COUSIN 444111951 12/28/2016 COMPLETED BY KDADS Open 1

1-50f6

Client Forms 380974 LCA Worksheef 1506464 CTOReport |

KAMIS # 360974

Name: SMURF, PAPA  Effective: 10/04/2016  SSN: 444111941  BENi# 00111111111 CME 9

Form Status: Caneel | (_Apply Chianges
L3 REFERRED TO 1ST LCA -

Nursing Facility Referral

* Form Date 011032017 % pop 040111941 Age 75

Responsible Party Name JO JO SMURF Phone 785.111.1111

. NCRTH CENTRAL FLINT
LCATHILLS AAA (2)

NF Name COZY HEALTH & REHAB
Address 1234 MAIN ST PFILSENN, KS 66666

* NF Admission Date 10/15/2016 Days In NF 80

NF State ID N123456
County MARION

* NF Contact Name JO NF CONTACT * Phone785.222.2222
NF Comments

Local Contact Agency (LCA)

* | CA Organization ~NORTH CENTRAL FLINT HILLS AAA (8)

*CAContactDate | |

* LCA Contact Person l:l
®CAContactPhone | ]

* Customer Chose To Explore Transition Options

LCA 1 Referral Date 01032017 Status [t s 10 15T

On Waiting List
Waiting List Start Date ||

Waiting List Comments

KDADS Follow-Up

KDADS Follow-Up Date
KDADS Follow-Up Notes TCM
KDADS Follow-Up Notes DRC
KDADS Follow-Up Notes OMB
KDADS Follow-Up Notes Other
Customer Transitioned
Customer Declined
Customer Contacted By TCM
Customer No Action Referral

Referrals as needed fo:  #

[~select~ ~| * pre [~select- w| * otner [~sslect~ v] |

DateReferedtoCMICME[ |

CM/CME Name | |

LCA Comments

LCA Billing Document - Maximum 12 Units

Meeting Length In Units :l
Coordination & Planning Time In Units I:l
LCA Billing In Units

(1 Unit = 15 Minutes)

Updated 06/06/2017
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Accepting a CTO Referral / Completing the Local Contact Agency (LCA) Region,
continued

How To Continued

Step Action Result

2. | Change the Form Status of the worksheet | Choose one of these options:

If... Then...
Not working the case at this time Choose Form Status ‘1% LCA ACCEPTED’
Working the case now Choose Form Status 1°* LCA WORKING
CASE’
3. | Click the Apply Changes button. The form status change is saved.

4. | Once the case is being worked, complete
the worksheet’s Local Contact Agency

(LCA) fields.

5. | Apply Changes to save any information Ensures changes won't be lost if exiting the
prior to completing the worksheet. worksheet before completion.

6. | Continue with the next chapter on The worksheet is not complete until the
completing the LCA Billing Document. billing information is added.

Updated 06/06/2017 14



LCA Billing Document

Introduction The LCA completes the LCA Billing Document — Maximum 12 Units region. Use this region to
record the length of time the LCA spent meeting with the customer, and the time spent
coordinating and planning the meeting.

The time spent for each billing section is entered in units. Each unit is 15 minutes, and the
maximum number of total units (meeting length + planning time) that can be entered is 12
(three hours.)

When the LCA portion of the worksheet is complete (‘Local Contact Agency (LCA)’ and ‘LCA Billing
Document’ regions) the form status is changed to ‘Completed by LCA’ and the billing information

is sent to KAMIS so the automated payment process can begin.

How To Follow the steps in the table below to enter the billing units and complete the worksheet.

Step Action Result

1. | Enter the billings units as described below. | The billing units entered here are what
populate the KAMIS Plan of Care for
payment processing.

Field Action / Purpose
Meeting Length in Units Enter the number of 15-minute units spent on meeting
with the customer.
Coordination & Planning Enter the number of 15-minute units spent planning
Time in Units and coordinating the meeting.
LCA Billing in Units This field is auto-calculated by adding the previous two
entries.

2. | Click on the Apply Changes button to save
the changes.

3. | Review the worksheet, making sure all Once the worksheet is saved as complete,
required fields are completed, and all no changes can be made.
information is accurate.

4. | Change the Form Status to COMPLETED BY | The worksheet is saved as complete, all

LCA and click on the Apply Changes fields are changed to read-only, and

button. payment information is forwarded to
KAMIS for authorization/processing by
KDADS.

Updated 06/06/2017 15



Worksheet Status

Worksheet Not all statuses are available to all organization types. However, all worksheet statuses can display

Status in the Report listing on the CTO Report page, regardless of the logged-in user’s organization type.
The table below lists all worksheet statuses, which organizations will have the status available to
select in the Form Status drop-down list, and the purpose of the status.

Status Available To... Purpose
Work In Progress Adult Care Home Initial status prior to the worksheet being created or while it
is being completed by the Adult Care Home.
Referred to 1% LCA Adult Care Home Adult Care Home has completed data entry of the worksheet

and refers it to the LCA for action.

Discarded All Organizations If the Worksheet was started in error, or is determined to no
longer be an active request, Discarded closes the referral
without further action.

Stopped — By User — AAA All Organizations Stops the referral of the worksheet. The user will need to
Notified contact the Area Agency on Aging (AAA) by phone regarding
the reason for the status.

15t LCA Accepted 15t LCA Indicates that the LCA has seen and accepts the referral.
15t LCA Working Case 15t LCA Indicates that the LCA is actively working the case.
Completed by LCA LCA Indicates that the LCA portion of the case has been

completed. Forwards the payment information into KAMIS.
Refers the case to KDADS for payment authorization and
processing.

Declined by LCA* 1°tLCA On older worksheets still displaying a 1°t and 2" LCA, this
indicated that a condition occurred where the 1% LCA was
unable to accept and work the case. Forwarded the case to

the 2" LCA.
2" LCA Accepted* 2" LCA On older worksheets still displaying a 1°t and 2" LCA, this
indicated that the 2™ LCA had seen and accepted the referral.
2" LCA Working Case* 2" LCA On older worksheets still displaying a 15t and 2" LCA, this
indicated that the 2" LCA was actively working the case.
Referred to 2™ LCA* Automated For older worksheets still displaying a 1%t and 2" LCA:

System Automated. If 7 business days had passed since the
referral date and the status was either “Declined” or
“Referred to 1%t LCA”, the system referred the case to the 2"
LCA listed on the worksheet.

Continued on next page
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Worksheet Status, continued

Worksheet Status continued
Status Available To... Purpose

Completed by KDOA/KDADS | KDADS KDADS is the final step in the worksheet. This status closes
the CTO process on this worksheet.

Stopped — Open POC Automated An active Plan of Care has been found in KAMIS. Contact the
AAA for resolution.

Stopped — On Waiting List Automated Once there is a worksheet entered with an indication that
the customer is on a waiting list, any future worksheet
referrals will be stopped.

KDADS has the ability to release a customer’s record if
he/she should be removed from a waiting list or if the
waiting lists are discontinued.

Stopped — Open CTO Automated An open worksheet has been found. This would be a
duplicate referral, which is not allowed, so the referral is
stopped.

Time Limit Exceeded* Automated For older worksheets still displaying a 1t and 2" LCA:

Indicated that the 1% LCA did not meet the time limitations
and the case was referred to the 2™ LCA.

This may have occurred for two reasons:

1. LCA did not complete the worksheet within the 15 days.
2. LCA did not change the status to 1t LCA Working Case.

This status is displayed next to the 1 LCA’s line on the
worksheet.

*Due to changes in the CTO process that eliminated Centers for Independent Living as a Local Contact Authority (LCA),
these statuses became obsolete. The CTO application was updated in December 2016 to remove the 2" LCA statuses

as a selectable option.
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Closing Applications and Logging Out

Introduction When you are done using CTO or any KDADS web application you have access to, you should close
the application windows, and log out of the KDADS Web Applications Home Page to prevent
unauthorized access to any KDADS web applications.

How To Follow the steps in the table below to log out of KDADS Web Applications.
Step Action Result
1. Click on the internet browser tab for any Makes the open application the active tab
open KDADS web app, such as CTO. (or window.)
2. Click on the X’ on the tab to close the The tabbed window closes.
application.

File Edit View Favorites Tools Help

g Community Transition Opportunities
= _ _ __ ¥,

= KDADS Web Apps Home Page ...| (= KAMIS Home l xi

File Edit View Favorites Tools Help o

i PRODUCTION
KHLM’LS I Version: 3.0.2.4  2017/01/04 16:04:58

L WA LA, Td

S Home | @ cTO Report x [l

3. Repeat steps 1-2 for any additional open When all applications are closed, the
KDADS web apps. KDADS Web Applications Home Page
displays.

= ™ ™ = =
© KDADS Web Apps Home Pa... * | m

File Edit View Favorites Tools Help

Web Applications FEODUCTION Logout (4.2.3)
Version: 4.2.3 2017/01/04@16:10:18

I : Welcome: TEST USER2 [00] Logged in at: 2017/01/04@168:10:18

Department for Aging
and Disability Services

NF : TESTUSER2

Welcome to the KDADS Web Applications Home Page

4, Locate the Logout link at the top of the
KDADS Web Applications Home Page.
5. Click on the Logout link. The user is logged out of KDADS Web
Applications and the login page displays.
6. Close the web browser.
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